
Purchase Requisitions–AD-700

AD-700s (requisitions)--assign number to AD-700:
Example: 2-3625-320-00001-01

2 = Fiscal year (FY) 2002
 3625 = location
  320 = management unit (MU)
00001 = number assigned sequentially to each AD-700 and/or expense 
   01 = number of line items on AD-700

Log AD-700 and other expenses into expense journal (computerized or paper) by
recording:

AD-700 number assigned
Vendor
Dollar amount
Description of item
CRIS #
Date ordered
Type of expense
Credit card or purchase order number (when received from procurement)
Date item(s) received

Expenses (except salaries and benefits) may be tracked by recording into an
expense journal.  This may include AD-700s (requisitions), SF-182s (training),
202s (travel), utilities, agreements, awards, etc.




